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1. From the tool bar click New. 
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2. Send a test message to a DISA, CONUS and personal email address by completing 
the following steps: 

 
a. In the To… field type a co-workers new Enterprise Email address (i.e. 

jane.d.doe.civ@mail.mil). 
 

b. In the Cc… field type a co-workers new Enterprise Email address (i.e. 
jane.d.doe@hotmail.com). 
 

c. In the Cc… field type a personal email address (i.e. jane.doe@hotmail.com). 
 

d. In the Subject: field type “Test message from DISA OWA sent dd/mm/yy 
hh:mm”. 

 
e. Click Send. 
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3. Click the Send button. 

 

 

4. Ensure the emails are actually delivered. 

 

5. You have now completed Step 2D. 


